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Gencral. Services Office
- Liecords Pervices Division
Mgpchine Jecords Branch

1. CTEIR PROGRAIS

ae  Execubive Nanagement Training

(L) Progran - Selacted course soonsored by I.B.M, Corioraticn
for thz trairing of supervisory personnel such as Division
and Spanch Chiefd and their assistants in the principles
of elactric-accounting machines, and ths asplication of
EAlL methols and techniques by manzgement for the solubion
of consrol problﬁus. sstimated cost to government is
#152.00 for Fy 1944 and $100,00 for ¥y 1955,%

(2} Traiving Cbjestive - To eneble supervisory persomel to
broadan their knovledgs on the cepabllities of EAL equin-
ment, and Lhersby facilitate planning and implementation
of brosad programs entailing statistical and accounting
regquircements, ‘

b. Customer adpdnistrative, Accounting Management Progran

(1) Program - Special’ course sponsored by I,B.li. Cornoration
for tne training &f supervisors of organizational wnits
in the technical phrases of EAM operations. Estimuted
cost to government is $300,00 for Fy 1954 and $200.00
for Fy 1955,

(2) Training Objective — To provide technical competence in
the use of ZAM equipment and technical application of
procedures,

¢. Generzl Operator Iraini g Program

(1) Progrsm - Specialized training in the opsration of verious
kinds 92 ZAM equigment such as » card punching, sorting and
tabulating. Course furnished by Le.B.M. Corporation vwith—
out cost to goveriment save personnel hours only.

(2) 'I'ra,minfg; Objeetive - To provide technical competerce in
the operation of 4 equipment.,

T ——— 1 . : . -
* Amounts reflected comprisc approximate cost of travel expenses,

Approved For Release 2001/0

BAbb100070040-8



- o otk Wk

Approved For Release 2001/07!23 CIA-%&E&O&%@00100070040 8

Qecurity Infors mation

iachine R:conds 3Branch (Continued)

Basic and fdv: 1ced ".-Ji}'in,g :Program

(1)

Pﬂog)r" m - Speciclized training in the wiring of c: >I‘tr in
types of BAM equipmant, Course furnished by L.l
Coryopation with out cost to govermment save personnel
houru only.

Lraining Objwtive - To provide technical competence in
the wiring ol HAb. equipment,

Admini s’or»‘«tive I’rocadﬁre

(1) Courf,e for >er:,gns who have desire an¢ qualificetions

(2)

to bﬁcon!e supervisors or administrative assistants or
U‘hO Bre now ervlng in such capacity in e small organi-
zabienel unit., “9eals with the aspecty of the day to
dav &SSL[:,HIN’I‘It‘ for which these perscrs ordinarily are
esppnsible, sugn as preparation of budget data for
ark_ll orgenizatjonal units; the proper establis hment
of avthority ang r: I)Ol‘lSlb*llty and organization
structure; funcamentels of personnel zdministrztion;
s,.s.)egltial requirements for good supervision. The
second part of ’;113 course deals with the introduction
to adminlotratlv= olenning, admi: istrative srocadures
and kanasement %m@elly at the lowest organization
level, inclu ding work reporting and werk measurern ents,
work' processes and work control reports; relation of
these studies t¢ the budgetary and personnel needs of
the wait; ard ths theory of staff versus operating
jtri@diction'ov@,r adpdnistrative plenning.

Trainjng Objective — To develop competence in surervision
and :1@'ninistrative pnlanning of operational routines.
Comparable to course lumber 4-108, Depsrtment of Agri-
culture Graduate: 3chool, :
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